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How to add customs information 


Select one or more of your orders and select Apply postage. Choose your weight, package size, and 
service as usual. 


For further assistance on this part of order processing, please see our How to manually create an 
order guide on our Click & Drop - Creating, processing and viewing your orders help page. 


Orders 


bb This order ts goeng to USA - Mainland (1234500 Now York) Change recion 


Step 1. Enter the weight and choose the correct package size 


Weight 
1s 


Package size 


Max weight 2kg / Skg* 
No one side can be longer than 
¿Dem sad the length width and 
depth shouldn't dd up to more 
than 90cm. 
“some services support up to Skg 





If one or more of the orders you have selected is going to a destination where international customs 
documentation is required, and you have not already provided the required customs information, you 
will be presented with Step 4. Review / edit package contents: 


Step 4. Review / edit package contents 


i] EERTE A A a E by custome for items being sent to sorme countries The information you provide here will be used to populate your Gustoms declaration documents for you, and wall be provided to the custorns authorities as 


necessary to allow this package to be accepled mn to the international mail network I is your responsiblity to ensure thal the information you provitie is accurate. For help on classifying your goods, please viel www Gov.uk/trade-tariff 





Update existing producta whero 3 product identifier (SKU) has been provided 


v ( Roguired ] le ee E a A 


Qa i 


ty? jnt” JE weht 0kg tpriæ* E Total price £0.00 





At this point, there are two options: 
1. Enter your customs information manually. 
2. Enter details for a product that already exists in Click & Drop. 


To do so, begin typing the product name or SKU in the ‘Search for a product field’. Select your 
product from the list, and all information will automatically be entered into the correct fields. 


ep 4. Review / edit package contents 


@ Details of the goods you're sending are required by customs for items being sent to some countries. The information yo 
aea AE eee E eee MRC MULE hae De mea eet] A E 


Search fora product 1002 Product name Optional 


Red T-Shirt / 100? Customs code * 


Quantity* 1 Unit weight * wa kg) Total weight Og 
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For more information, see: Adding customs information to your products 


Please note if you have changed any of the information for your existing products, for example you 
have updated the price, please ensure you have checked the Overwrite existing product data’ box, 
which can be found at the bottom of the page. We recommend this setting as it allows you to keep 
your products up to date. 


When you have added all the required customs information, you can click the Add another item’ 
button to add one or more items to your order. 


If you do not wish to add any more items to your order, click the Apply, or Apply and generate 
label's buttons to continue your order processing. 


Step 4. Review / edit package contents 


i] Mo ee PUR RG Re MC Cee Ee coe Tm me me Cm TM RR tS es Tg ge cre 
ee een a Mh MMR meee one MMR Ree Cee em ees hg Rm a eee oe Rea te ee DD 





© GE) Package contents for order 1013 / e00-8230: 





Q Productname Red T-Shirt Premhact intent Kn 1002 [ 
lon" Nylon T Shirt Guate de” ABS PGRS? wiry an" United Kingdom a 
yr Unit weight” 500 Gk) etat wont S009 Jnit price” E859 otal prion £6.59 
ele i a 
Step 5. Confirm and submit 
Department Pignned deapaten date 
Piman ameri a departimen w 
Picaco ensure lbore are no prohibited or restricted goods in the package 
Piease read about our prohibited and restricted poods 
Tracking numbers will only show in Track & Trace once your post has arrived at a depot 
Delivery confirmation numbers will only show once your Boe! nas arrived at te destinagion 
Please reed cur Terme & Conditions belore continuing 
# Overwrite existing product data ) Saree this cervice to your favourites: et eee ae eek [+] 





How to add the same package contents to multiple orders 

There may be times when you are sending the same product to multiple customers. If you want to 
apply the package contents to more than one order, select all of your orders within Click and drop 
and Click ‘Apply postage. 


After selecting your weight and package type, fill your customs Information into step 4 as shown 
below: 


| Step 4. Review / edit package contents 


o et ee eR at CR me eR et SR mr ee mec tee ee Diem CR e a aale Ma eter tage Lit a eee on 
Lc Re RC eo Rowe om Rm Pc eu ere Ce Bee merle moh rm Re meng he peut eel Me Ree meme bei BGM ek Mt TMi e TL 


red ee te orata 


inama Blue T Shin Product ideation (SKU) Blue T Shirt 
* Teai5e7e bry of * United Kingdom 


Gis oi 


Tale eas aT 


| iQ) emr Package contents for order 1018 / OfDERY 


ee S 1 = B0dg = 600g 1 = E799 = £7.99 
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Click the ‘Copy button, and a menu will appear asking you to choose from the following options: 


Copy package contents to all orders: | his will copy the details you have entered to all orders on 
the page. Please note that this will overwrite any existing data. 


Copy package contents to orders with incomplete customs information: [his will copy the 
details you have entered to all orders on the page that do not have all of the required customs 
information filled in. Please note that this will overwrite any existing data. 


l be used to populate your customs declaration documents for you, and will be provided to the customs authorities as 
ı you provide is accurate. For help on classifying your goods, please visit www gov.uk/trade-tariff. 


COPY @ A 
rm 
© Copy package contents to all orders 


Product ide 


Country of 


© Copy package contents to orders with incomplete customs information cy 


Unit price* £8.99 Total price £8.99 


Add another item 


EDIT GF 


1 x 500g = 500g 1 x £7.99 = £7.99 





Select the appropriate option, and you will be presented with another window which will show the 
package contents information you have entered, and which of your orders will be updated. 


Copy package contents to orders with incomplete customs information 


@ WARNING: 1 order will be updated, this action cannot be undone. 


Blue T Shirt Cotton T shirt 
Blue T Shirt 12345478 


United Kingdom 1 x 500g = 500g 1x £8.99 = £8.99 


The package contents for the following order will be replaced: 


® Order 1018 / ORDER2 
Update orders 
x Cancel 


Click the Update orders button to continue, or the Cancel button to go back. 





Once you are happy with your order package contents, you will be able to finish applying your 
postage and then generate your labels as usual. 
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